Creating a Participant Assignment

Note: In order to create a participant assignment, an assignment to the case is not needed.

Although the person assignment and case assignment look the same on the eWiSACWIS
outliner, the data in the assignment type is differentiated “behind the scenes.” Differentiation
between a person assignment and case assignment is important when the need to track a
child assigned to a particular assignment type exists (i.e. a report looking for all specific
children assigned to a Permanency Consultant would require that a person assignment be

created).

Note: A primary assignment cannot be given to a participant. The primary assignment must

always be for a case.

From the Desktop:

1. Select the ‘Participant View’ radio button.

2. Click on the ‘View participants’ expando to view all participants for a specific case.

3. Click on the appropriate participant icon and select ‘Create Assignment’ from the Actions
drop-down for the specific participant to open the Create Worker Assignment page.

InHome & Out of Home & Inactive & Other & Potential Duplicate

Aardvark, Amy B. (9222933)

Open OHP exists for associated
participant(s)
@ View participants
‘ Aardvarck, Alan 10071391
Biclogical Child (CP5, CW, JJ) - Active

Madison, W1 53701
(888) 222-6666

Active

jackson, jackson 04/0172016
Biological Child, OHC {None) - Active

MewPerson, Test
Cousin {None) - Active

Remaoval, Baby 01/01/2016

Case details: Case address:
CPS Family - Ongoing C/0: Ginger Rogers Care of Line
BIMCW-1A 2 &89 stapler gray

& Aardvark, Abigail A, Ill DEI01/2009
Eiclogical Child, OHC (CPS, CW, ICPC) -

‘ jackson, jackson 04/01/2016
Biological Parent (None) - Active

Biological Child {(Mone) - Active

Primary worker:

Com, Conn C., Jr.

(608) 266-4496 Ext. 1222
Conn@wisconsin.gov

‘ Aardvark, Adam A 05M16/2011
Biclogical Child, OHC {CW) - Active

‘ Johnson, Baby 01/01/2016
Biological Child, OHC {CPS, VKC] - Active

Smith, Jane M/H/2016
Biological Child, IH (None) - Active

Aardvark, Abigail A., lll (9226560) Case Information:

© Assets and Income

© Assignment

© Background Checks

© Case/Permanency Plan

#W  Create Assignment 4.

| Please select an action - |

Create Case Note
Create Meeting

Maintain Participant Information

o WYY, VST |

View by: Filter by: Cases: 429 (£ Create case work
O case [ pate restricted
® Pariicipant [[] Not approvedicancelled Multiselect aardvark 3 E

‘ Aardvark, Amy B. 03/05/1974
Reference Person (Mone) - Active

‘ Mae, Sally

Grandparent (None) - Active

June 2022




4. Onthe Create Worker Assignment page, click on the appropriate Select hyperlink(s) of the
worker(s) you want to assign the case participant to. If you do not see his/her name, go to
the View By section and select ‘County/State.” On the left side of the page will be a listing of
all counties. Select the appropriate county and look for the name of the person you want to
assign the case to. When identified, click on the Select hyperlink next to the worker’s name.
There is no limit as to the number of assignments you can create for a case participant.

B eWisACWIS X @8 Create Worker Assignment x = = [=] X

eWiSACWIS

sortBy: ®@Name O Position Titie
Workers View By

Select [y Abby, Alice N Administrafive Assistant a O County/State
Select [P Abby, Amy  inactive © Employing Enity
Select [P Abby, Andy Ann © My County

Select [y Abby, Mailing  Administrafive Assistant O site/Office
® workers for Supervisor

Admini

ive Assistant

Select [P Abby, ParentHome  Admi
Select [P Abby, Secondary  Administrative Assistant

rative Assistant

Select [ Abby, Work  Administrafive Assistant Current Worker
select [ Abbyie, Ambers A Admi
Select [ Agustson, Angel A
Select [ Anderson, Samuel
Select [ BUFFALO, Supervisor  Inactive Current Worker Status
Select [ Bam BamC  Inactve

Select [ Banana, Brendt  Inactive

select [ Cake, Caitin C  Program Manager
select [ Cake, Caitin C  Pro
Select [ Cedar, Cindy  OHC Sup
Selert [ Clark, Supervisor  SW S

five Assistant
Cake, Caitlin C

Close
® Do Not Close

isor CPS & JJ

select [} Com,Conn G Gourt Liaison

Select [ Daisy, Dan'i Initial Assessment Supervisor
select [ Dane, Supervisor
seleci [ Date. Daphne  Ina

Ctnrt BB Pane Minnn T

Assignment Definition and Details

Category: Case For: Aardvark, Amy Participant. Abigail A. Aardvark, Il Start Date. 06/07/2022

[[] Emergency Protective Services Report

Worker Name Type Responsibility Role
Abby, Secondary CPS Inifial Assessmen it ~ CPS Fam. Serv. - Non-CO v Secondary Vv Delete.
[_soon_ cose

5. Onthe bottom of the page is the Assignment Definition and Details section. Type,
Responsibility, and Role are all drop-down values. Select the appropriate value for the type
of case assignment to be made for each worker. Remember, there can only be one Primary
Assignment.

6. The Current Worker section indicates the name of the current worker assigned to the case.
The Current Worker Status section relates to the assignment status of the current worker
assigned to the case (this will always be Do Not Close).

7. The Assignment Definition and Details section will pre-fill with the case name (For), the
case participant (Participant), the date the assignment was effective for (Start Date), and
the new worker assigned (Worker Name).

8. Once completed, click on the Assign button. eWiSACWIS will create a new assignment and
notify all people newly assigned to the case via email.
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From Search:
1. Enter the Last Name and First Name or Case ID.
Select the ‘Participant View' radio button; this will automatically do a search for cases.

In the Cases Returned section, expand the case icon for your case.

DN

Click the Actions hyperlink next to the participant you would like to create an assignment
for.

B eWisACWIS X @8 Search x |+ - o X
eWiSACWIS Print &4
“ Ferson Provaer Oraanizaton pamer
A
Search Criteria
Last Name: First Name: Case ID 9222033
site: ~ 2IP Code:
M Date Restricted (¥ Participant View, Search Precision: . Sort By: Alpha v
Low Med High
[0  View Not Approved/Cancelled
Record 1101 of 1
Cases Returned
B8 Aarovark, Amy B. (8322033 ) Actions &
CPS Family - Ongoing ~ Status: Open 12/03/2014 Abby, Amy Inactive BMCWHA 4 GIO: WBLC , 5206 Forge dr, Madison, W1 53701
Active Participants
& Aardvark_Abigail A_ Il (9226560) (CPS. CW. ICPC. VKC) F_Biological Child 11/01/2008 None
Bl Administration
W Adoption
T Assets and Income
= Assignment
Py Case/Permanency Plan
¥ cnilarvoutn image
= Education
Eligibility
3 1IcWA
[ Legal
@ Missing Child
£ Permanency Gonsultation
U Flanning
& Aardvark, Adam A (8227179) (CPS, CW. YJ) M _Biological Child 08/09/2010 to Agenc Actions
& Aardvark Amv B, (9226550) (CW) F_Reference Person _10/10/2003 None Actions
& Bluebird, Bennie (9233579) (None) M Step Child01/01/2016_None Actions v
& Buckeye, The (9730635) (None) FAunt 03004/1961 None Actions

5. On the Actions page, select the ‘Create Assignment’ radio button and click Continue.
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B8 =WiSACWIS X 8 Adions x Pt = (] X

e I'p'f.- iSJl C I’I'"I iS Print = Help ©

Select Action

) Create Assignment
) Create Meeting

6. On the Create Worker Assignment page, click on the appropriate Select hyperlink(s) of the
worker(s) you want to assign the case participant to. If you do not see his/her name, go to
the View By section and select ‘County/State.’ On the left side of the page will be a listing of
all counties. Select the appropriate county and look for the name of the person you want to
assign the case to. When identified, click on the Select hyperlink next to the worker's name.
There is no limit as to the number of assignments you can create for a case participant.

7. Onthe bottom of the page is the Assignment Definition and Details section. Type,
Responsibility, and Role are all drop-down values. Select the appropriate value for the type
of case participant assignment to be made for each worker. Remember, there can only be
one Primary Assignment.
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B eWisACWIS X 48 Create Worker Assignment

eWiSACWIS

sortBy: ®@Name O Position Titie
Workers

Select [ Abby, AliceN  Administrative Assistant
Select [ Abby, Amy  Inactive

Select [ Abby, Andy Ann  Administrative Assistant
Select [ Abby, Mailing  Administrative Assistant
Select [ Abby, ParentHome  Administrative Assistant
Select [ Abby, Secondary  Administrative Assistant
Select [ Abby, Work Adminisirafive Assistant

Select [P Abbyie, Ambers A Administrafive Assistant
Select [ Agustson, Angel A Inacive
Select [ Anderson, Samuel  Director

Selett [ BUFFALO, Supervisor  Inactive
Select [ Bam, BamC  Inactive
Select [y Banana, Brendt Inactive

select [ Cake, Caitin C  Program Manager

select [ Cake, CaitinC  Program Manager

Select [ Cedar, Cindy ~ OHC Superviser

select [ Clark, Supervisor  SW Supenvisor CPS & JJ
select [} Com,Conn G Gourt Liaison

Select [ Daisy, Dan'i Initial Assessment Supervisor
select [ Dane, Supervisor  Inactive

Select [ Date, Daphne  Inactive

Qrlrt B Minne Minmn T 0 € SR, S anninind

Assignment Definition and Details

Category: Case For: Aardvark, Amy

[[] Emergency Protective Services Report

Worker Name

Abby, Secondary

Participant. Abigail A. Aardvark, Il

Type

CPS Initial Assessment

Responsibility

CPS Fam. Serv. - Non-CO

View By
O County/State
© Employing Enity
O My County
O site/office
(® Wyorkers for Supervisor

Current Worker

Cake, Caitlin C

Current Worker Status

Close
® Do Not Close
Start Date. 06/07/2022
Role
v Secondary v Delete

8. The Current Worker section indicates the name of the current worker assigned to the case.

9. The Assignment Definition and Details section will pre-fill with the case name (For), the
case participant (Participant), the date the assignment was effective for (Start Date) and
the new worker assigned (Worker Name).

10. Once completed, click on the Assign button. eWiSACWIS will create a new assignment and
notify all workers newly assigned to the case via email.
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